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(CLASSIFICATION)

ACTION MEMORANDUM

OFFICE OF THE DIRECTOR

Action Memorandum No, __4~237

Date 1 tisy 1963

TO :  Director of Pearsonns}
ViA t  Deputy Disector/Support
SUBJECT :  secretaries

REFERENCE:

i« 1 belisve it would be worthehile to conduct & review of
the secretarial asstignments throughout the Agency in order to determiiae
whethear those pasitions clsssified as secretarial ave being properly
used, It has gceme to sy attention repsatedly that in masy lnstances
highly qualified girls with excellent secretarial abilities are not being
properiy ueed and consequnatly oteupy positions whick are bhoth
persceally frastrating and in which Ceverncent rmoney i being wasted
because the position could be lower graded and the sscretaries uied
slsswhers. There has been an increasing tendeacy throughout the
Agency {or seniar officiais io have »pecial assistants whe engage in a
great dsal of work that could be claszified as secretavial--setting up
meetings, locating papers, atc, Further, 1 am convinced that in siany
instances senlor officials of the Agency have secretaries only s 3
prestige factor,

. Ferhape the Salary snd Wage Civielon would Le the appro-
priate unit to conduct this study, sad I am sure it would reveal cerinin
aress whers positione can be reduced in grade and highly qualified
giris could be mored to other jobs whers they can be more praductive,

In addition, | a:n sure that this study can resuit in savings that will imore
than offset its cost,

SUSPENSE DATE: I would lke a report of the results by ! July 1963, - 5o R
(signed) Lyman B. Kirkpatrick

Lymes B. Kirkpatrick
Rsecutive Director
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